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APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

_______ ! REFORDS MANAGEMENT DIVISION

DE?ARTME'%T OF ARCHIVES AND HISTORY

INSTRUCT lONS See Pubisca\mn No 76--=!M—1 for mstfuctsons on cornp!etmg th:s forrn Forward signed original to
Department of Archives and History, Records Management Dw:sm 330 Capitol Avenue, Atlanta, Georgna 30334,
Attention: Schedulmg SaC't:on

3. Action Roquested
8. (X Estabusn Retention Schadule; record will continue to accumulate.
5. [ Dispose of present accumulation; no further accumulation anticipated.
‘ .. O _Amend ApplicationNo. . . . _ _ Chack One: (I Change; O Superceda; O Void
4, | Dms of Series ' 5. Records Senn Title (followed by title used in office; if diffsrant)
Eartiast Latest
1963 | to date Attendance Reg1ster Files
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8. Dwmon and fom Function  What is the functic;n of the Dw.smn and ths Office in which this re»ord series is created? T

Alto Education and Evaluatlon Center prov1des academic and vocatlonali
programs de51gned to equlp youthful public offenders with marketable

: .——.n.._,. e -
9 Annuai Rate of Aceumuia]non of Racords _
. Letter-size drawers —w; Logalsize drawers = .° . Shelves

e s TCATIT I S T NPT CT T Tl - et T - o Lz e = R s TR [ .
AR=80=71; Moy, 78 - {Ower} o B L B

T ||

skills.
7. R;;rd Scriés D;.?.;lﬁri )T—'?;ts flle contains the followmg documems (mcfude forb't numbers and m!es if any} T
Attach samples of tha file,
Documents relating to: documenting «# the attendance of students enrolled in the school.
Included are: ~ Attendance Register Sheets. containing teacher's name, list of
students in the class, attendance data and other related information.

File is arranged: - Chronologically by month of f*eport', a4 thereunder by teacher.

8. Monthly Referance Rate How often are records referred to which are:
0qe to six months oid __r] 0 —...; Seven to tweive months old ___5 - Thirteen to twentv four months old ___ 2 , -
twenty-five months and oider -1 .2

.; Other fspecify) o oo e . S

[ _romacencYuss  [1. AgsneyAddress [ rormeconps: Mgmc?ﬁﬁﬁ?e

Application Dnte Department of Education Apﬂhcatuon Number o -
|__February 2, 1977 | A1to Evaluation and Education Center 7 7")49 S

Applicstion Numbes . Alto, Georgia Dats Recsived Dste Completed |

e e e o o EEB 141977 | mpR -4 1977

2. Puson to contact Workmg T't!e o N T-lephona 'Nﬁl.‘:mb;;m
Mr. Otis V1ctrum Director 773 6623
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YES NO 10 Quesﬁornam __LPiace an_ “X" in the pmper column) e

a. ls this the official copy of the series?

i _MWrot.wherajsit? - __ _ '; . e

b. Doss3 the series contain oonﬁdentiai mformatnon requiring security handhng? If \xas, ite law or regulatlon

1. .Family Privacy Act of 1975 _ e T

X e. Isthisavitalrecord? o -

X_|_ d. Does this serias have historical or long term research value? e e

e. When one or two documents in the file make it necessary to keep tha entira file for 2 long perlod could these _

NA - documents be scheduled separatelv? N , . e

-L. =f...1s the informatiaon contained in. this series ever nublushed? lf ves. attach copv. . _ .

3 N ;;_::;; ot TORORTY” KbSFE 5 NRUGRAREG, OB E R e
h Is thers a duplication of this saries in your office, or in another office or agency? :

e -1 ves, where? e e

b XL i L_Ll this saries {or a marior. nornan of rrJ IBQUIaﬂV mlcrofnlmed? e

L L.X J._J. Does the record series result in a computer printout?. e

1. Rmmloﬂ Requiraments The fellowing requiras tha series to be kapt :
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-8, State Law — -0- .. ..years. d. Audit period -0 o= YREES,
b. Statute of limitation — 0~ years. 6. Administrative need — m3m . years,
e, Federal law —_— =0~ . .years. f. Federal retention instructions __ =0~ . vears,

Attach copy or excert of laws or regulations. Explain administrative need.

e.~ State Board of Education Policy 40- 4311 states that the Attendance Reg1ster
be kept 3 years.
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12. Approud Dispos:tnon Inmuct;ons " This agency recommends that the file series be cut off at the end of each:
O Calendar Year; [J Fiscal Year; (X Other .School Year = _ then,

(A Hold in the current filesarea __ . __monthis) ___3 _ _ . _vear(s): then
C Transter to local holding area; hold __ .. ..year(s); then

O Transter to Stats Records Center; hold —__ ... ._yecr(s); then

‘4 Destroy.

O Transfer to State Archives for permanant retentlon
D Other (Specify)

Thesa instructions apply to all prior and future accumulations of the series.
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[RemrdluM.;a.nag-mant Of-f:cnr (ngnaturel o . Date

%l R s A St % lak/aa |

_ State Records Commjttee fS:gnature} Date

graph 12 are ipproved. State Auditor/Designee
{If disspproved, attach letter [~ -
of explanation.) Secrewry fof §iate/Designes

Attorney Genarai/Designee _ / /// Z/ j _/ Y/
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